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Changes 
(Use DCN CONTINUATION SHEET for Additional Space) 

Add the definition for Working Copy: A current, active, and approved 
controll& document which is used to perform work and document work 
activities. 

Add a new section entitled "Distribution of Working Copies" as 
Upon receipt of a request for a working copy of a controlled document, 
the DCSA shall: 
1. Enter the request in the Working Copy L o g  to verify distribution. 

2. Verify accurate document status and ensure all changes are present. 

3. Reproduce working copy documents on white paper. 

4. Stamp the cover (title) page in red with the Working Copy stamp 
complete the stamp with the expiration date, initials, and date 

5. Complete the Working Copy Log to include the expiration date. 

6. Transmit the working copy to the requestor. 
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1, 2 - To provide a mechanism for ensuring that-field activities are 
performed to current procedures. 
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Jpon receipt of a new revision, or notification that a DCN has 
Deen issued or has expired, the DCSA shall notify the working cop 
?older of the change in document status and arrange for immediate 
3istribution. 
The expiration date of the working copy may be extended by con- 
tacting the DCSA for approval to do so. Such extensions shall be 
3ocumented in two ways: 

1. The copy holder shall line through the expiration date on the 
working copy, adding the new expiration date, initials, and 
date of extension. 

2. The DCSA shall validate the extension by lining through the 
expiration date on the Working Copy L o g ,  adding the new expir- 
ation date, initials, and date of extension. 
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